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Appendix D. Directions On the Use Of NASA Form 1653, Mission
Management Aircraft Request

1. This form was developed to satisfy the cost-comparison requirement specified by OMB Circular A-126. It is the
standard for NASA and will be utilized and maintained for 2 years for all mission management aircraft requests
regardless of travel classification.

2. The following directions will facilitate using the request form:

a. Requester: usually will be the Trip Coordinator.

b. Office Code/Phone: requesters information.

c. Aircraft requested: request an aircraft by Type (G-III, King Air) or by call sign (NASA-1, NASA-8).

d. Classification: check one, NASA's official responsibility does not include making speeches or routine site surveys;
those fall into the "other official travel status."

e. Purpose: Provide cogent and complete rationale for the trip; be specific.

f. Itinerary: list city or airport if known.

(1) Plan departure times to arrive in time for commitments, allowing for delays.

(2) Use the remarks section to show special requirements or needs.

g. Passenger list: The status/legs columns are important for acquiring and maintaining information for reports to
OMB; therefore, accuracy is important. See OMB Circular A-126 for additional guidance if needed. The legs column
refers to the legs in the itinerary section.

h. The "approving official" is that person, usually one position level above the Senior Passenger who approves and
certifies the trip, its purpose, and the status of all passengers. This official does not approve the use of the aircraft,
only the trip request.

i. Commercial cost calculation: Commercial travel, hotel, and rental cost can be obtained from the travel office. Note:
Contractors do not qualify for Government rates. Line 8 should reflect the total cost incurred by travel by commercial
means.

j. NASA aircraft cost calculation: Information on variable cost per hour and number of hours can be obtained from
the aircraft office or scheduler.

k. Cost comparison: Self explanatory.

l. Justification: Check all boxes that apply. Mission required -- equates to discharge of NASA official responsibility. If
the reason for using NASA aircraft is due to " no commercial airline or aircraft service was reasonably available...",
the requester must include information on the commercial aircraft schedules considered.

m. The General/Chief Counsel must review all requests for MMA when a "Senior Federal Official" is traveling in the
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"other official travel" category. This is only a review for compliance not approval. Authorizing official is that person
who approves the use of the aircraft.
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